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6. Tardiness and Brief Absence. Brief absence from duty and/or
tardiness of less than 59 minutes may be excused when reasons
appear to be adequate to the supervisor authorized to approve
leave. The absence may also be charged against any compensatory
time the employee may have available, or be charged to annual
leave, LWOP, or AWOL. A charge of annual leave or LWOP will be
in multiples of one-quarter hour, in which case the employee may
not be permitted to work during the period of leave. When the
absence is neither excused nor charged to leave and the employee
is AWOL, disciplinary action may then be taken in accordance
with reference (b). If the tardiness or brief absence is
excused or charged against compensatory time, annual leave, or
LWOP, it may not be basis for disciplinary action.

7. Leave Time to Serve As An Organ Or Bone Marrow Donor

a. A Marine Corps NAF employee may use up to seven days of
paid administrative leave each calendar year to serve as a bone
marrow donor per reference (h).

b. A Marine Corps NAF employee may use up to 30-days of
paid administrative leave each calendar year to serve as an
organ donor per reference (h).

¢. A Marine Corps NAF employee is entitled to use this
leave without loss of or reduction in pay, leave to which
otherwise entitled, credit for time or service, or performance
rating. This leave is a separate category of leave that is in
addition to annual and sick leave. Certification from a medical
doctor is required for approval.

d. For medical procedures and recuperation requiring
absences longer than stated, supervisors are encouraged to
continue to accommodate personnel by granting additional time
off in the form of sick or annual leave, donated annual leave,
or LWOP. Certification from a medical doctor is required for
additional time off in excess of three days.

e. Time should be annotated/keyed using code “BMD/OD” in
PeopleSoft.

8. On-the-Job-Injury. Employees are granted administrative
leave for the remainder of their work schedule on the day of the
injury to seek medical attention.
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Family Friendly Leave Act (FFLA)

1. The FFLA permits RFT employees up to 104 hours (13 workdays)
of sick leave for general family care or bereavement purposes.
For a serious health condition, sick leave may be granted to
care for a family member for up to 480 hours (12 weeks). Family
members include: spouse, and parents thereof; children,
including adoptive children, and spouses thereof; parents;
brothers and sisters, and spouses thereof; any individual
related by blood or affinity whose close association with the
employee is the equivalent of a family relationship. Sick leave
may be granted to:

a. Care for a family member who is incapacitated as a
result of physical or mental illness, injury, pregnancy, or
childbirth;

b. Assist a family member who receives medical, dental, or
optical examination or treatment; oxr

c. Make arrangements for, or attend the funeral of, a
family member.

2. The amount of sick leave granted a RPT employee or an
employee with an uncommon tour of duty is the number of hours of
gick leave they normally accrue during a leave year. An
employee may not exceed a total of 104 hours of sick leave for
FFL purposes per year.

3. The process to request/receive FFL is as follows:

a. A FFL qualifying event occurs and the employee shall
submit enclosure (1). The employee will annotate FFL and
briefly describe the reason for requesting FFL. For example,
“"Medical appointment for son.” An employee must also provide a
medical certificate or other administratively acceptable
evidence as to the reason for an absence in excess of three
workdays, or lesser period when the agency determines it is
necessary.

b. The supervisor approves or disapproves the FFL request

and enters the FFL or code "“F0” (Family Leave Non-Deferment
Code) in the PeopleSoft system.
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Family Medical Leave Act (FMLA)

1. Employees who have completed at least 12 months of service
(not required to be 12 recent or consecutive months) are
entitled to a total of 12 administrative workweeks of LWOP.
Substitution of paid leave is allowed when it is consistent with
current law and regulations governing the granting and use of
annual and sick leave. (Exception: NAF employees serving under
a flexible appointment with a “not to exceed” date of one-year
are required to comply with the requirement of 1,250 hours of
service during the 12-month period immediately preceding the
commencement of leave.) Employees may elect LWOP or paid leave,
for one or more of the following reasons:

a. For the birth of a child and care of a newborn baby;
b. For placement of a child for adoption or foster care;
c. For the employee with a serious health condition; or

d. To care for an immediate family member (spouse, child,
or parent) with a serious health condition.

e. Reference (i), (signed into law on 28 January 2008),
permits a spouse, son, daughter, parent, or next-of-kin to take
family leave to care for a covered member of the Armed Forces.
The serious illness or injury must have been incurred by the
covered Service member in the line of duty while on active duty
in the Armed Forces. Covered family members are entitled to a
combined total of 26 weeks of regular FML, during a single 12-
month period to care for the Service member (referred to as
“military family leave”).

f. OQualifying Exigency Leave provision permits a spouse,
son, daughter, or parent to take a total of 12 workweeks of
unpaid FML in a given 12-month period to address the most common
issues that may arise when a covered active duty member of the
Armed forces is deployed, such as attending military-sponsored
functions, making appropriate financial and legal arrangements,
and arranging for alternative childcare.

2. The employee has the right to return to work at the
conclusion of the FML and be restored to their original job, or
to an equivalent job with equal pay, benefits, and other
employment terms and conditions. Under specific and limited
circumstances where restoration to employment will cause
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substantial and grievous economic injury to its operations, an
employer may refuse to reinstate certain highly-paid “key”
employees after using FML during which health coverage was
maintained.

3. Leave may be taken in blocks of time (12 continuous weeks),
or by reducing a normal weekly or daily schedule. If FML is for
a birth, use of intermittent leave is subject to approval of the
employer. Spouses employed by the same NAFI are jointly
entitled to a combined 12 workweeks of leave for the birth or
placement of a child for adoption or foster care, and to care
for a parent (but not a parent-in-law) who has a serious health
condition.

4. The process to request/receive FML is as follows:
a. Employees will provide a 30-day advance notice;

b. Employees will submit a medical certificate for themself
or their immediate family member;

¢. Management may require a second or third medical opinion
and periodic re-certifications (at the employer’s expense);

d. Management may require periodic reports during leave
regarding the employee’s status and intent to return to work.

e. Employees should try to schedule treatment not to
disrupt the employer’s operation when caring for immediate
family members.

5. Management is required to maintain group health insurance
coverage for an employee on FML. Management is still liable for
the employer’s share of the premium, and the employee will pay
each pay period the premium they would otherwise have had
deducted from their paycheck. Failure to make timely payments
will result in cancellation of benefits.
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